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Disposition 
Instructions: Cut off at end of fiscal year. 

Hold in current filesarea six (6) months. 
Transfer to State Records Center and hold nine and one-half 

Destroy. 
(9-112) years. 

I 

The State Records Committee has authorized the approval of these disposition 
instructions for the records series described in the attached records retention schedule 
application. 

Date 

4 h H d L  
Edward Weldon 
Secretary of State Designee 

Form RGS9501 



- 
OFFICE OF THE SECRETARY OF STATE 

DEPARTMENT OF ARCHIVES AND HISTORV 
RECORDS MANAGEMENT DlVlSlON 

APPLICATION FOR RECORDS RETENTION SCHEDULE 

> I  

The function of the Higher Education Assistance Cprporation is t o :  
(1) Guarantee student educational loans made by eligible lending institutions. This inclu 

the receiving, evaluating, and processing of all student applications for loan guarant 
Approved applications are then processed'for guarantee by the Corporation. 

fulfilling requirements of Federal laws, rules, regulations or formulas pertaining to 
the use of federal funds on guaranteed student loans. This includes student enrollmen 
verification; administering an Escrow Disbursement System; Reviews, pays and collects 
defaulted loans; filing of all necessary documents, reports and information with the 
U.S. Office of Education; maintenance of all accounting and other records for audit 
purposes and/or future reference; enforces Federal and state laws, regulations, and 

(2) Represent or act as agent for all eligible lending institutions for the purpose of 

, statutes for the guaranteed loan program. 
~- 

' 7. Record'krier Description This f i le contains the following documents (include form numbersand titles, ifany]: 
Attach samples of the file. 

of loan proceeds, status changes, and data changes. 
Documents relating to: Documents relating to the guaranteeing of applications, the disbursement 

- ~ - _  - 
Social Security Number Changes. 

Fileisarranged: by type of report, thereunder by batch number I ';. ._ !.. . \ 

~~ . .  

How often are records referred to which are: 
20 ; Seven to twelve months old 10 ; Thirteen to twenty-four months old 5; 'One to six months old - 

.~. 1 7 . .  , ? l ~ ,  . .  
twenty-five months andolder _______ 

9. Annual Rate of Accumulation of Records 
- 8  . Shelves ; Other (specify) ; Legal-size drawers 20 Letter-size drawers 

I 

i 



~ 1. I 

~. 

eep the entire file for a long period, could these 

__ If yes. a t t a k o p y ,  .. 

If yes. wh&-._-~- ~- 

h. I s  therk a duplication of this series in your off ice, or in another off ice or agency? . ; ' . 

Retention Requirements The following requires the series to be kept: 

0 0 years. d. Audit period __I__ years. 
years. 

0 --.-years. 
.0 years. 
' 0  , iZ? years. 

e. Administrative need 14 - 
a. State Law 
b. Statute of limitation 
c. Federal law 

Attach copy or excert of laws or regulations. Explain administrative need. 

f. Federal retention instructions * 
* Federal Audit Purposes - SEE ATTACHED excerpt from Federal Register/Vol. 51, No. 2171 

Monaay, hovember 10, 1986/Rules and Regulations/Section 682.414, Paragraph(a) 1-H. 
These files are needed to research aiscrepanCies ~. in the 'reporting of data on student 
loans. 
.. ____ _I 

2. Approved Disposition Instructions This agency recommends that the file series be cut off a t  the end of each: 
0 Calendar Year; Fiscal Year; 0 Other then, 

. .  
Hold in the current files area 6 monthis) 0~ -_ year(s); then 

0 Transfer to local holding area; hold 
UTransfer to State Remrds Center; hold 915 
KK Destroy. 
13 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

-yeads); then 
yearb); then 

These instructions apply to a l l  prior and future accumulations of the series. 

ieoommendations in para- 
iraph 12 are approved. State AuditorIDesignee s e p s I C) N ~ $  r e  s h  ee* 
If disapproved, attach lener ./ 
d explanation.) Secretary of StateIDesignee 
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FOR AGENCY USE ~ ~ _ ~ _  
ipplication Date 

4 1 1 o L 8 2 .  - 
Ipplication Number 

c.-@ Amend Application No. h5-~---..- Check One: hEl Change; 0 Supercede; 0 Void 
1. Dates of Series 1 5.~T&rds Series Title (followed by title used in office; if different) 

1. Agency Addreu FOR RECORDS MANAGEMENT USE 
Application Number Georgia Student Finance Commission 

2082 E. Exchange Place, Sul te  200 65-A 
Tucker, Georgia 30084 p&ReyzS82 Date Completed 

 AN I 9 1983 
~ ~~~ ~ OCT-7 ~ 1982--1 ~~ 

anteed Student Loan~DaB F i l e  ~. .~___ 1 Guar 
-What is  the  function of the Division and the Office inwhich~this record series is  created? 

- 
~ ~, 

Earliest . Latest 

5. Division a$d 0ffi.m Function 

"Administers the  Guaranteed Student Loan Programs fo r  the students and parents 
throughout the s t a t e .  Processes loan application6 fo r  guarantee, Processes lender 
monthly reports  of individual loan account ac t iv i ty .  

~~ 
~ ~ 

7. Record Series Description This f i le contains the following documents (include form numbers and titles, if any): 
Attach samples of the fi le. 

relating to: Guaranteed Student Loan Data F i l e  

Includedare: Batches of applications,  installments,  disbutsements, data changes, adjustments 
and prepayments. 

File isarrangkd: I n  chrohological order by date processed i n  batch number order within the 
month, . -  

One to six months old A; Seven to twelve months old LL; Thirteen to twenty-four months old A-; 

-~ __ -~ 
B. Monthly Reference Rate How often are records referred to which are: 

, .  
f~ .~ . , 
tbent$-fi&months and older 5 .'.; : 

KAnnual Rate of Accumulation of Records 

Letter-size drawers - ~ ~ _ ,  l5 to 2o . Legal-size drawers - ~~~ -=.;Shelves ; Other (specify) - 
- ~ ~~~ 

R-50-71; Rev. 76 

. 



'ES NO. 

X 

X 
--x ~~ 

-- 

I ?/A. 

-. X 

x 

These instructions apply to a l l  prior and future accumulations of the series. 

~__.-._-.- ._.__c.--.._-_-. * 

10. Questionnaire (Place an "X" in the proper mlumn) - 
a. Is  this the official mpy of the series? 

K n o L K h B e l s l t ? ~ ~ ~ .  ~ .~ ~ __ 
b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation. 

Privacy Act 

, .  . .  

~- 
c, Is this a vital record?_ . ~~ - . __  ~ ~~~~ ~ 

d. Does this series have historical or long term~research value? 

f. Is  the informatiw can_taioedixtkseries ever Dublished? 

- 
e. When one or two documents in the file make it necessary to keep ttk entire file for a long period, could these 

.docume_ntr_$elched.uled separatekyl ~ ~- ~ ~- ~ _ _  .~ 

If  ver. attach CODV. ~~ 

g. I s  the information mntained in this series ever analyzed andlor recorded in a summarized report? 
-1f-uer. attach G Q P ~ . - ~ - ~  - . .  

/ 
3emmmendations in para- 
lraph 12 are approved. 
'If disapproved, attach letter 
,f explanation.) 

I 

Attorney Generallhignee 
R--50-71; Rev. 76 IRworsa Side) A- , 

% 

h. Is  there a duplication of this series in your office, or in another office or agency? 
If ye&&& __- -. X 

X - ~. i _ l s  this seriedora mJjwportk?nnfitl_cegularly rnkrQfilmed? - ___ ~ ~ - - _ _  ~ 

X . -~ L a o e r t h e r m r d  series result in a c m w u t ~  ~ i n t ~ u t l  



Please no te  the foo tno te  a t  the  bottom o f  the  page from the  fede ra l  
r e g i s t e r .  Our depos i t i on  i n s t r u c t i o n s  a r e  f o r  a twenty year r e t e n t i o n  
per iod.  Th is  w i l l  w e l l  cover the usual l i f e  o f  a loan, a l l o w i n g  f o r  f i v e  
years beyond the  da te  the  loan i s  repa id  i n  f u l l .  Please bear i n  mind 
t h a t  the lender  i s  a l s o  requ i red  t o  ma in ta in  a copy o f  the  a p p l i c a t i o n .  
The copy being sent  t o  the  Records Center, i s  the  guarantee agency (Georgia 
H i gher Educa t i on Ass i stance Corpora t ion) copy. 

Since a l l  loans must be repa id  w i t h i n  f i f t e e n  years from the  da te  o f  
disbursement, t he  twenty year r e t e n t i o n  a l lows f o r  having these records 
a v a i l a b l e  f o r  f i v e  years a f t e r  the  loan i s  pa id  i n  f u l l .  



- -  
Georgia Higher Education Assistance Corporation 
270 Washington Street, S.W. - Room 703 
Atlanta,  Georgia 30334 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT A C C U M U L A T I O N ;  
RECORD WILL C O N T I N U E  TO ACCUMULATE. NO FURTHER A C C U M U L A T I O N  ANTICIPATEZ 

EXACT 8 i R I P S  TITLE 

FY 1970 - To Date GUARANTEED STUDENT LOAN DATA FILE 
-..I- 

The function of t he  Higher Education Assistance Corporation is to :  

(1) Guarantee student educational loans made by e l i g i b l e  lending i n s t i t u t i o n s  located 
throughout the  s t a t e  of Georgia. 
of a l l  student appl icat ions f o r  loan guarantee. 
f o r  guarantee by the  Corporation. 

Represent o r  a c t  as agent f o r  a l l  e l i g i b l e  lending i n s t i t u t i o n s  i n  Georgia f o r  the  
purpose of f u l f i l l i n g  requirements of Federal laws ,~ ru l e s ,  regulat ions o r  formulas 
per ta ining t o  the use of federa l  funds on guaranteed student loans. This included 
b i l l i n g  the  Federal Government f o r  i n t e r e s t  due on each student loan and the  subse- 
quent disbursement t o  the  proper lending i n s t i t u t i o n ;  f i l i n g  of a l l  necessary documents, 
repor t s  and information with the  U.S. Office of Education; and maintenance of a l l  
accounting and other  records f o r  audi t  purposes andlor fu ture  reference.  

This includes the  receiving, evaluating and processing 
Approved appl icat ions ' a re  then processed 

(2) 

. .  
ql_ _.-_.-.--lpl_-_~_-._-___I_*__ __...__..__~_~__._l___---l~I.._- ~ .I___ 1 .DISCRIPTIOX Or SERIES - Include l o r .  l o .  L ?or.  T l f l e ,  I f  .nY 

This series contains the  following i n  computer batch number sequence: 

(A) 
(B) 
(C) 
(D) 

Form GHEAC-1 (Student Applications f o r  Loan Guarantee) 
Form GHEAC-10 (Student Loan Disbursement Reports) 
Form GHEAC-11 (Student Loan Change of Status Reports) 
Student Loan Change of Data Forms 

. .. . . . .. . , .. . . . 



13. Is this. the Record C O ~ J  of t h e  se r i e s?  W i l l  be located at  State Records Center 
. .  

14.  Is there  a duplication. of t h i s  $e,ries i n  another o f f i c e  o r  agency? 

15.'1s. the iinforrnation'. contained i n  ' t h i s  s e r i e s  ever summarized or published? 

16. Does the  s e r i e s  contain c l a s s i f i e d  information requir ing secur i ty  handling?' 

11 

bl 
[ I  

1 <<',,. ? ;. %. rl . '. 

Agency Annual Report t o  General Assembly and Annual.Audit Report 

. .  

17. Does the s e r i e s  document po l i c i e s  and procedures of agency's operation o r  function? [ I  
. . .  

18. Could the function be performed i f  the  f i l e s  were l o s t  or destroyed? 

19. Is t he  s e r i e s  (or major portion of it) regular ly  microfilmed? 

20. Does the  record s e r i e s  provide da ta  as input t o  an EDP f i l e ?  
All  per t inent  Data i s  keypunched on Computer Tape 

21. Does the  record s e r i e s  contain documentation produced as EDP pr intout?  
Various repor t s  containing ce r t a in  spec i f i c  information 

22. Is the se r i e s  affected by Federal or grant funds? See Federal Higher Educat 
Act of 1965 (P.L. 83-329, T i t l e  I V ,  P a r t  B, Section 177.4) 

Basic information i s  contained on computer tapes. 
If yes ,  why? 

23. W i l l  t here  be a need for  these records, 10, 15  years from now? If yes,  what? 

24. EQUIl?EMENrS. The following requires the  f i l e s  t o  be kept I- 2 1  -- .I..- years : 

[4 [ I  
Records must be maintained f o r  not less than 3 yrs .  a f t e r  student loan i s  paid i n  f u l l .  

.-I- ~ - ~ c__I _..I-_ _._._I...._._.. ..~ ~~ ~ --.-- :_;_l___ 

a. [ ]STATE b. [ ISTATLEE OF c ,  MAUDIT 'd. WFEDEKAL e. ~ADMINISTaXATIVE f .  [ ]HISTORICAL 
LAW LIMITkI'I0I.J PERIOD LAW DECISION VALUE 

(Cite Law, Statute ,  or other reason f o r  the retention requirenent) 
Federal Higher Education Act of 1965 (P.L. 89-329, T i t l e  I V ,  Sub-Part A,  Section 177.8) 

I__._ _..-_ - ----- ---- _- - .-- ..- _._---.__________I___ II______.____ 

25. AGENCY ECOMI~ENDAi"10N~. This agency recomiiends t h a t  t h e  f i l e  s e r i e s  be cu t  off' at the end 
cf each -[]CALENDAR YEAR -MFISCAL YEAR . .  -[]OTHER ,then : 

A. [ IDest'roy immediately a f t e r  cut  off .  , * 

.. B. k]Hold i n  current f i l e s  a r e a ~ 5 , , _ . ~ , ~ . _ m o n t h (  s )  / - .Y ea.r(s), then: 
1 []Destroy. 

2 NTransfer t o  records center ;  hold I 20- - -yea r ( s ) ,  then: 

b []Transfer h i s t o r i c a l  mater ia l  t o  Archives ; 
a BDestroy. 

destroy remainder. 
3 [ I ~ e s t r o y  after audit  ( o r z - , . - ~  ,- y e a r b )  a f t e r  audit) .  

C. {]Hold i n  current f i les area indef in i te ly .  
D. [ ]Hold i n  current f i l e s  a rea  -_,_ ~.-.  yea r ( s )  , then t r a n s f e r  t o  Archives perianently.  

E. []Other 

(Indicate brief ly  r a t i o n a h  for recornendations above/or wri te  Qdd i t ioml  remarks) : 
Federal laws and regulations require  t h a t  a l l  records per ta ining t o  each student loan be re- 


